MCCPS Board of Trustees

Governance Committee

Monthly Meeting

Published on March 17, 2024 at 4:29 PM EDT

Date and Time
Tuesday April 9, 2024 at 6:00 PM EDT

Location

Zoom Meeting

https://us06web.zoom.us/j/92043602027 ?pwd=RGh6cDBVd2JkVzBFWmpmdkSyTXRKZz09

Meeting ID: 920 4360 2027
Passcode: MCCPSgov

Please note that the in-person meeting will not be suspended or terminated if technological problems interrupt

the remote connection.

Agenda
Purpose Presenter Time
. Opening Items 6:00 PM
A. Record Attendance 1m

B. Call the Meeting to Order

Powered by BoardOnTrack

10622


https://us06web.zoom.us/j/92043602027?pwd=RGh6cDBVd2JkVzBFWmpmdk5yTXRKZz09

MCCPS Board of Trustees - Governance Committee - Agenda - Tuesday April 9, 2024 at 6:00 PM

Purpose Presenter
C. Approve Minutes Approve
Minutes
D. Discuss & Approve Older Meeting Minutes (?) Discuss Polly Titcomb

In the past, nany Governance Committee meeting minutes are listed as "unapproved"”
starting in Nov. 2022 and dating back to at least 2017. If these minutes are still
outstanding, | would like to start the process of cleaning them up and removing them

from the list.
Governance
A. Designating Minute Taker(s) Vote Polly Titcomb
B. Next Steps/Updates - Board of Trustee Discuss Polly Titcomb
Handbook

Members have been encouraged to submit their ideas and/or drafts of other
handbooks for the Board of Trustees to begin the process of compiling the same for a
future vote and use. | have attached a Zip file with many great resources from Board
on Track to get us started.

Other Business

A. Member Recruitment Discuss Polly Titcomb

Recruitment for our Governance Committee and for the Board at large.

Closing Items

A. Public Comments and/or Member Comments Discuss

B. Adjourn Meeting Vote Polly Titcomb
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10m

30m

6:47 PM

15 m

7:02 PM

10 m
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Section:

Item:

Purpose:
Submitted by:
Related Material:

Coversheet

Approve Minutes

I. Opening Items
C. Approve Minutes
Approve Minutes

GC, Draft Mtg Min from 02-13-24.pdf

Powered by BoardOnTrack

30627



Board of Trustees - Governance Committee - Agenda - Tuesday April 9, 2024 at 6:00 PM

MCCPS Board of Trustees

Minutes

Governance Committee Meeting

Date and Time
Tuesday February 13, 2024 at 6:00 PM

Location

Zoom information

Join Zoom Meeting

https://us06web.zoom.us/j/92043602027 ?pwd=RGh6cDBVd2JkVzBFWmpmdk5y TXRKZz09

Meeting ID: 920 4360 2027
Passcode: MCCPSgov

Please note that the in-person meeting will not be suspended or terminated if technological
problems interrupt the remote connection.

Committee Members Present
James Lewis (remote), Nick Santoro (remote), Paul Baker (remote), Polly Titcomb (remote)

Committee Members Absent

Elizabeth Burns

I. Opening Items

A. Record Attendance

B. Call the Meeting to Order
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Polly Titcomb called a meeting of the Governance Committee of MCCPS Board of
Trustees to order on Tuesday Feb 13, 2024 at 6:11 AM.

C. Polly Titcomb notified the Committee that Elizabeth Burns had stepped down as a
Committee member via email. Polly notified the Committee that she replied to
Elizabeth's email thanking her for all her prior work on the Committee.

D. Approve Minutes

Nick Santoro made a motion to Approve the minutes from August 24, 2023 Governance
Committee Meeting on 08-24-23.

Paul Baker seconded the motion.

Jeff abstained as he was not present at that meeting.

The committee VOTED to approve the motion.

E. The Committee then discussed the need to recruit members as we are down to four
(4) voting members. Polly said she knows one parent who was interested and she
will reach out to that person. We suggested putting a notice out via the weekly
email updates.

F. Discuss & Approve Older Meeting Minutes

Polly had previously found minutes dating as far back as November 2022 that were still
unapproved. This applied to all committees and sub-committees, not just the
Governance Committee. At the time of the meeting, Polly could not locate these
unapproved old minutes on Board on Track. Nick suggested that they had already been
cleaned out a few months back as part of the school's efforts to comply with DESE's
requirements/suggestions. This item may be obsolete now, but Polly will explore the
website again to make sure they are been removed.

Il. Governance

A. Examine Proposed Change to By-Laws

Nick Santoro made a motion to approve proposed language change to the by-laws.
Paul Baker seconded the motion.

Approved proposed language written by Polly relating to creation of staggered terms for
board members.

The committee VOTED unanimously to approve the motion.

B. Review Results of Board Member Self Assessment/Future Assessments

This was an old agenda item of Nick's. He shared the self-assessment tool he had
created and we discussed this; agreed it was more than sufficient. We suggested that
this could be a tool that the individual board members use prior to the annual board
retreat. We then could compile the results and discuss any themes at that meeting. We
could also have each board member share their own results with the rest of the
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members. Either way, we wanted this tool to be helpful rather than an opportunity to
criticize ourselves or others.

C. Add and Discuss Board Composition Dashboard and Implementation

This was a previous agenda item created by Nick. Since that time, he already did create
a board composition dashboard. He shared it with the group via Google Docs.
Essentially, it is a document that names each board member and the
experience/professional background/ perspective they offer to the group. It also provides
an outline of qualities that we would ideally like the Board to have so we can keep these
needed qualities in mind as we recruit board members in the future.

lll. Other Business

A. Review of Committe Role & Responsibilities

The Committee walked through the actual charge of the GC as outlined in the By-Laws
and Charter. We discussed the outstanding needs for each category and realized that,
essentially, many of these needs could be addressed through the creation of a Board
Handbook. We all liked this idea and agreed to start brainstorming its creation at our next
meeting.

IV. Closing Items

A. Adjourn Meeting

There being no further business to be transacted, and upon motion duly made, seconded
and approved, the meeting was adjourned at 7:00 PM.

Respectfully Submitted,
Polly Titcomb

Documents used during the meeting

+ MCCPS Bylaws, Proposed Edits, Staggered Terms, 10_15 23.pdf
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Coversheet

Next Steps/Updates - Board of Trustee Handbook

Section:

Item:

Purpose:
Submitted by:
Related Material:

Il. Governance
B. Next Steps/Updates - Board of Trustee Handbook
Discuss

Handbook Resources & Samples.zip
Sample Fiscal Policy Handbook.pdf

Powered by BoardOnTrack
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Notice

The following file is attached to this PDF. You will need to open this packet in an
application that supports attachments to pdf files, e.g. Adobe Reader:

Handbook Resources & Samples.zip

Powered by BoardOnTrack 8 of 27
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ExED

)))) Through Charter Schools

Excellent Education

Fiscal Policies and Procedures
Handbook

CHARTER SCHOOL

Powere d by BoardOnTrack
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

OVERVIEW

The Governing Board of CHARTER SCHOOL has reviewed and adopted the following policies
and procedures to ensure the most effective use of the funds of CHARTER SCHOOL to support
the mission and to ensure that the funds are budgeted, accounted for, expended, and maintained
appropriately.

1.

The Governing Board formulates financial policies and procedures, delegate’s
administration of the policies and procedures to the Executive Director and reviews
operations and activities on a regular basis.

The Executive Director has responsibility for all operations and activities related to
financial management.

Financial duties and responsibilities must be separated so that no one employee has sole
control over cash receipts, disbursements, payrolls, and reconciliation of bank accounts.
All administrative employees are required to take annual vacations of at least five (5)
consecutive days.

All documentation related to financial matters will be completed by computer, word
processor, typewriter, or ink.

The Governing Board will commission an annual financial audit by an independent third
party auditor who will report directly to them. The Governing Board will approve the
final audit report, and a copy will be provided to the charter-granting agency. Any audit
exceptions and/or deficiencies will be resolved to the satisfaction of the Governing Board
and the charter-granting agency.

The Governance Council can appoint someone else to perform the Executive Director’s
responsibilities in the case of absence.

Annual Financial Audit

1.

2.

)))) Excellent Education
Through Charter Schools

The Governing Board will annually appoint an audit committee by January 1 to select an
auditor by March 1 prior to year end (June 30™).

Any persons with expenditure authorization or recording responsibilities within the
school may not serve on the committee.

The committee will annually contract for the services of an independent certified public
accountant to perform an annual fiscal audit.

The audit shall include, but not be limited to:

a. An audit of the accuracy of the financial statements
b. An audit of the attendance accounting and revenue accuracy practices
c. An audit of the internal control practices

Page |
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

PURCHASING

The Executive Director may authorize expenditures and may sign related contracts within
the approved budget. The Governing Board must review all expenditures. This will be
done via approval of a check register which lists all checks written during a set period of
time and includes check #, payee, date, and amount. The Governing Board must also
approve contracts over $5,000.

The Executive Director must approve all purchases. Purchase requisitions, authorizing
the purchase of items greater than $500 (format to be provided by EXED), must be signed
by the Executive Director and submitted to EXED with the related invoice.

When approving purchases, the Executive Director must:

a. Determine if the expenditure is budgeted

b. Determine if funds are currently available for expenditures (i.e. cash flow)

c. Determine if the expenditure is allowable under the appropriate revenue source

d Determine if the expenditure is appropriate and consistent with the vision,

approved charter, school policies and procedures, and any related laws or
applicable regulations

e. Determine if the price is competitive and prudent. All purchases over $5,000
must include documentation of a good faith effort to secure the lowest possible
cost for comparable goods or services

Any individual making an authorized purchase on behalf of the school must provide

ExED with appropriate documentation of the purchase.

Individuals other than those specified above are not authorized to make purchases

without pre-approval.

Individuals who use personal funds to make unauthorized purchases will not be

reimbursed. Authorized purchases will be promptly reimbursed by a bank check upon

receipt of appropriate documentation of the purchase.

The Executive Director may authorize an individual to use a school credit card to make

an authorized purchase on behalf of the school, consistent with guidelines provided by

the Executive Director and/or Governing Board.

a. The school card will be kept under locked supervision in the Executive Director’s
office, and authorized individuals must sign the credit card out and must return
the credit card and related documentation of all purchases within 24 hours of the
purchases, unless otherwise authorized by the Executive Director.

b. If receipts are not available or are “missing”, the individual making the charge
will be held responsible for payment.

c. Credit cards will bear the names of both CHARTER SCHOOL and the Executive
Director.

d. Debit cards are not allowed.

)))) Excellent Education
Through Charter Schools

Page 2
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

Petty Cash

1.

3.

The Office Manager will manage the petty cash fund.
The petty cash fund will be capped at $350.

All petty cash will be kept in a locked petty cash box in a locked drawer or file cabinet.
Only the Office Manager and Executive Director will have keys to the petty cash box and
drawer or file cabinet.

4. All disbursements will require a completed and signed petty cash slip. A register receipt
for all purchases must be attached to the petty cash slip.

5. ExED will insure that the petty cash slip is properly completed and that a proper receipt is
attached.

6. At all times the petty cash box will contain receipts and cash totaling $350. A register
receipt must support the petty cash slip. The individual using the petty cash to make a
purchase is responsible for submitting the receipt for the petty cash slip to the Office
Manager within 48 hours of withdrawing the petty cash.

7. When expenditures total $200 (when cash balance is reduced to $150), the Office
Manager will total the disbursements, complete a petty cash reimbursement form, and
obtain the approval of the Executive Director. This should be done on at least a quarterly
basis. The petty cash slips and supporting receipts will be attached to the reimbursement
request form and forwarded to EXED.

8. Petty cash fund reimbursement checks will be made payable to the Executive Director.

0. Any irregularities in the petty cash fund will be immediately reported in writing to the
Executive Director.

10.  Loans will not be made from the petty cash fund.

11. ExED will conduct surprise counts of the petty cash fund.

Contracts

1. Consideration will be made of in-house capabilities to accomplish services before
contracting for them.

2. Office staff will keep and maintain a contract file evidencing the competitive bids
obtained (if any) and the justification of need for any contracts over $5,000.

a. Competitive bids will be obtained where required by law or otherwise deemed
appropriate and in the best interests of the school.

3. Written contracts clearly defining work to be performed will be maintained for all

)))) Excellent Education
Through Charter Schools

contract service providers (i.e. consultants, independent contractors, subcontractors).

a. Contract service providers must show proof of being licensed and bonded, if
applicable, and of having adequate liability insurance and worker’s compensation
insurance currently in effect. The Executive Director may also require that
contract service providers list the school as an additional insured.

Page 3
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

4. If the contract service provider is a sole proprietor or a partnership (including LP, and
LLP), the office manager will obtain a W-9 from the contract service provider prior to
submitting any requests for payments to EXED.

5. The Executive Director will approve proposed contracts and modifications in writing.

6. Contract service providers will be paid in accordance with approved contracts as work is
performed.

7. The Executive Director will be responsible for ensuring the terms of the contracts are
fulfilled.

8. Potential conflicts of interest will be disclosed upfront, and the Executive Director and/or

Member(s) of the Governance Council with the conflict will excuse themselves from
discussions and from voting on the contract.

)))) Excellent Education
Through Charter Schools

Page 4
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

ACCOUNTS PAYABLE

Bank Check Authorization

I.

2.

All original invoices will immediately be forwarded to the Executive Director for
approval.

The Executive Director will carefully review each invoice, attach all supporting
documentation, and verify that the specified services and/or goods were received. When
receiving tangible goods from a vendor, the person designated to receive deliveries
should trace the merchandise to the packing list and note any items that were not in the
shipment. The packing list should be submitted to EXED with the invoice. ExXED will
adjust the invoice for any missing items noted on the packing list before processing for
payment.

Once approved by the Executive Director, he/she will stamp a check authorization on the
invoice and complete the required information, including noting the specific budget line
item that is to be charged for the specified expenditures. The invoice and supporting
documentation will be sent to EXED on at least a weekly basis (Executive Director should
be aware of invoice due dates to avoid late payments). ExED will then process the
invoices with sufficient supporting documentation.

The Executive Director may authorize EXED to pay recurring expenses (e.g. utilities)
without the Executive Director’s formal approval (signature) on the invoice when dollar
amounts fall within a predetermined range. A list of the vendors and the dollar range for
each vendor must be provided to EXED in writing and updated on an annual basis.

Bank Checks

1.

)))) Excellent Education
Through Charter Schools

The Governance Council will approve, in advance, the list of authorized signers on the
school account. The Executive Director, the Chief Operating Officer at EXED, and any
other employee authorized by the Governance Council may sign bank checks within
established limitations.

The Governance Council will be authorized to open and close bank accounts.

ExED and the Executive Director will be responsible for all blank checks and will keep
them under lock and key.

When there is a need to generate a bank check, the Executive Director will send
appropriate approved documentation to EXED.

Once approved by the Executive Director, EXED types/writes the check based on the
check authorization prior to obtaining the appropriate signature(s).

The Executive Director and Chief Operating Officer at EXED will co-sign checks in
excess of $2,500 for all non-recurring items. All checks less than $2,500 require only the
signature of the Chief Operating Officer at EXED, or when not available the Executive
Director.

Page 5
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

Checks may not be written to cash, bearer, or petty cash. Under no circumstance will any
individual sign a blank check.

ExED will record the check transaction(s) into the appropriate checkbook and in the
general ledger.

ExED will distribute the checks and vouchers as follows:

a. Original — mailed or delivered to payee

b. Duplicate or voucher — attached to the invoice and filed by vendor name by an
ExED accountant.

c. Cancelled Checks — filed numerically with bank statements by an EXED
accountant.

d. Voided checks will have the signature line cut out and will have VOID written in

ink. The original check will be attached to the duplicate and forwarded to EXED
who will attach any other related documentation as appropriate.

Bank Reconciliation

1.

2.

)))) Excellent Education
Through Charter Schools

Bank statements will be received directly, unopened, by the Vice President, Finance and
Accounting at EXED assigned to the school.

ExED will examine all paid checks for date, name, cancellation, and endorsement. Any
discrepancies regarding the paid checks or any checks over 90 days will be researched
and if applicable deleted from the accounting system.

An ExED accountant will prepare the bank reconciliation, verifying the bank statements
and facilitating any necessary reconciliation.

The EXED accountant will compare the reconciled bank balance to the cash in the bank
account and to the general ledger, immediately reporting any material discrepancies to
the Vice President, Finance and Accounting at EXED assigned to the school and the
Executive Director.

The EXED accountant will prepare a monthly summary report to be approved by the Vice
President, Finance and Accounting at EXED assigned to the school.

Page 6
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

ACCOUNTS RECEIVABLE

Documentation will be maintained for accounts receivable and forwarded to EXED.
Accounts receivable will be recorded by EXED in the general ledger and collected on a
timely basis.

Cash Receipts (Cash and Checks)

1.

)))) Excellent Education
Through Charter Schools

For each fundraising or other event in which cash or checks will be collected, a Volunteer
Coordinator will be designated, who will be responsible for collecting and holding all
cash and checks for the purpose of the fundraising activity.

a. The Volunteer Coordinator will record each transaction in a receipt book at the
time the transaction is made, with a copy of the receipt provided to the donor.

b. The cash, checks, receipt book, and deposit summary must be given to the school
Office Manager by the end of the next school day, who will immediately put the
funds in a secure, locked location.

c. Both the Volunteer Coordinator and the Office Manager will count the deposit
and verify the amount of the funds in writing.

Cash/checks dropped off at the school office will be placed directly into a lock box by the
person dropping off the cash/checks.

a. All funds are deposited into the lock box in a sealed envelope, along with any
notes, forms, or other descriptions of how the funds are to be used.

b. The Office Manager and one other staff member will jointly open the lock box to
verify the cash/check amounts, and sign off on the amounts received.

c. The lock box will be emptied at least two times per week, corresponding to days
when deposits are made.

Cash/checks dropped off in the classroom will utilize the classroom clipboards. Each
classroom has a designated clipboard hanging near the entrance to the classroom. Each
morning, the homeroom teacher assigned to that classroom will collect all forms,
payments, etc. that have been brought in by students that day, place them in a large
envelope, and attach the envelope to the clipboard. Before lunchtime, an office staff
member and a second staff member (who may be an office staff member or an aide) shall
collect all clipboard envelopes from each classroom and bring them to the office, where
they will be processed following the guidelines used for the lock box, above.

Mail received at the school must be opened in the presence of at least two office staff
members.

a. For any cash or checks received in the mail, the Office Manager will prepare a
deposit packet itemizing the amount, source, and purpose of each payment, with a
designated office staff member counting the funds and verifying this in writing.

Twice a week, the Office Manager will log cash or checks received into the Cash
Receipts Log. The Cash Receipt logs should be sent to EXED with the weekly mailing of
invoices.

Page 7
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

All checks will be immediately endorsed with the school deposit stamp, containing the
following information: “For Deposit Only; Charter School; Bank Name; Bank Account
Number, Date Received by the School.”

A deposit slip will be completed by the Office Manager and initialed by the Executive
Director for approval to deposit. The deposit slip will be duplicated and documentation
for all receipts (copy of check, letter, etc.) will be attached to the duplicate deposit slip.
Deposits totaling greater than $2,000 will be deposited within 24 hours by the designated
school employee. Deposits totaling less than $2,000 will be made weekly by the
designated school employee. All cash will be immediately put into a lock box.

The duplicate deposit slip and deposit receipt will be attached to the deposit
documentation and forwarded to EXED to be filed and recorded weekly.

Volunteer Expenses

1.

All volunteers will submit a purchase requisition form to the Executive Director for all
potential expenses.
a. Only items with prior written authorization from the Executive Director will be
paid/reimbursed.

Returned Check Policy

1.

)))) Excellent Education
Through Charter Schools

A returned-check processing fee will be charged for checks returned as non-sufficient
funds (NSF). Unless otherwise pre-approved by EXED or the Executive Director,
payment of the NSF check and processing fee must be made by money order or certified
check.

In the event that a second NSF check is received for any individual, in addition to the
processing fee, the individual will lose check-writing privileges. Payment of the NSF
check, the processing fee and any subsequent payment(s) by that individual must be made
by money order or certified check.

In the case of NSF checks written by parents of students, failure to pay may result in the
withholding of report cards/transcripts at the end of the semester and/or school year until
payment is received, unless other mutually agreeable arrangements are approved by the
Executive Director and/or Governing Board.

If unsuccessful in collecting funds owed, the school may initiate appropriate collection
and/or legal action at the discretion of the Executive Director and/or Governing Board.

Page 8
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

PERSONNEL

The Executive Director will be responsible for all new employees completing or
providing all of the items on the attached Personnel File Checklist.

The Executive Director will be responsible for maintaining this information in the format
as shown on the Personnel File Checklist.

An employee’s hiring is not effective until the employment application, form W-4, form
I-9, and health insurance forms have been completed.

A position control list will be developed during budget season. ExED will notify the
board of any variances to the position control throughout the year.

)))) Excellent Education
Through Charter Schools
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

PAYROLL

Timesheets

I.

All classified employees will be responsible for completing a timesheet including
vacation, sick, and holiday time (if applicable). The employee and the appropriate
supervisor will sign the completed timesheet.

The completed timesheets will be submitted to EXED on the last working day of the
designated payroll period.

Incomplete timesheets will be returned to the signatory supervisor and late timesheets
will be held until the next pay period. No employee will be paid until a correctly
completed timesheet is submitted.

If an employee is unexpectedly absent and therefore prevented from working the last day
of the pay period or turning in the timesheet (such as an employee calling in sick), the
employee is responsible for notifying the signatory supervisor or for making other
arrangements for the timesheet to be submitted. However, the employee must still
complete and submit the timesheet upon return.

Overtime

1.

2.

Advanced approval in writing by the authorized supervisor is required for compensatory
time and overtime.

Overtime only applies to classified employees and is defined as hours works in excess of
forty (40) hours within a five-day period of time. Any hours worked in excess of an
employee’s regular work schedule must be pre-approved by the supervisor, unless it is
prompted by an emergency. No overtime will be paid without the approval of the
employee’s supervisor. Overtime will not be granted on a routine basis and is only
reserved for extraordinary or unforeseen circumstances. If a supervisor identifies a
recurring need for overtime in any given position, the supervisor should immediately
consult with the Executive Director for further guidance.

Pavroll Processing

1.

)))) Excellent Education
Through Charter Schools
10

For hourly employees, employees must sign timesheets to verify appropriate hours
worked, resolve absences and compensations, and monitor number of hours worked
versus budgeted. The Executive Director will approve these timesheets. No overtime
hours should be listed on timesheets without the supervisor’s initials next to the day on
which overtime was worked. The signatory supervisor will submit a summary report of
timesheets to EXED who will verify the calculations for accuracy [see attached sample].
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CHARTER SCHOOL
FI1SCAL CONTROL POLICIES AND PROCEDURES

2. For salaried employees, employees must sign into a log book to verify working days for
accuracy. The Office Manager will provide the designated school employee with any
payroll-related information such as sick leave, vacation pay, and/or any other unpaid
time.

3. For substitute teachers, the Office Manager will maintain a log of teacher absences and
the respective substitutes that work for them. The Office Manager will verify that the
substitutes initial the log next to their names before they leave for the day and that
teachers, upon returning back to work, initial next to their names. This form will be
verified and signed by the appropriate supervisor and submitted to EXED.

4. The Executive Director will notify EXED of all authorizations for approved stipends.

5. ExED will prepare the payroll worksheet based on the summary report from the
designated school employee.

6. The payroll checks (if applicable) will be delivered to the school. The Executive Director
will document receipt of the paychecks and review the payroll checks prior to
distribution.

Pavroll Taxes and Filings

1. ExED will prepare payroll check summaries, tax and withholding summaries, and other
payroll tracking summaries.
2. ExED will prepare the state and federal quarterly and annual payroll tax forms, review

the forms with the Executive Director, and submit the forms to the respective agencies.

Record Keeping

1. The designated school employee will maintain written records of all full time employees’
use of sick leave, vacation pay, and any other unpaid time.

a. The designated school employee will immediately notify the Executive Director if
an employee exceeds the accrued sick leave or vacation pay, or has any other
unpaid absences.

b. Records will be reconciled when requested by the employee. Each employee
must maintain personal contemporaneous records.

)))) Excellent Education
Through Charter Schools
11
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EXPENSES

Expense Reports

1. Employees will be reimbursed for expenditures within ten (10) days of presentation of
appropriate documentation.

2. Employees will complete expense reports monthly, as necessary, to be submitted to
ExED.

3. Receipts or other appropriate documentation will be required for all expenses over five
dollars to be reimbursed.

4. The employee and the Executive Director must sign expense reports.

5. Executive Director expense reports should be approved by a member of the board and
always be submitted to EXED for processing and payment

6. Expenses greater than two months old will not be reimbursed.

Travel

1. Employees will be reimbursed for mileage when pre-approved by an administrator.

Mileage will be reimbursed at the government-mandated rate for the distance traveled,
less the distance from the employee’s residence to the school site for each direction
traveled. For incidental travel, mileage will only be reimbursed if the one-way mileage
exceeds 10 miles.

2. The Executive Director must pre-approve all out of town travel.
Employees will be reimbursed for overnight stays at hotels/motels when pre-approved by
an administrator and the event is more than 50 miles from either the employee’s
residence or the school site. Hotel rates should be negotiated at the lowest level possible,
including the corporate, nonprofit or government rate if offered, and the lowest rate
available. Employees will be reimbursed at the established per diem rate for any
breakfast, lunch, or dinner that is not included as part of the related event.

4. Travel advances require written approval from the Executive Director.

Travel advances require receipts for all advanced funds.

6. After the trip, the employee must enter all of the appropriate information on an expense
report and submit it to the Executive Director for approval and then on to EXED for
processing.

7. If the advance exceeds the amount of the receipts, the employee will pay the difference
immediately in the form of a check.

8. If the advance is less than the amount of the receipts, the difference will be reimbursed to
the employee in accordance with the expense report.

)))) Excellent Education
Through Charter Schools
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Governing Board Expenses

1. The individual incurring authorized expenses while carrying out the duties of the school
will complete and sign an expense report.
2. The Executive Director will approve and sign the expense report, and submit it to the

ExED for payment.

Telephone Usage

1. Employees will not make personal long distance calls on the telephones without prior
approval from a supervisor.
2. Employees will reimburse the school for all personal telephone calls.

Page
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FINANCE

Financial Reporting

1.

2.

Loans

In consultation with the Executive Director, EXED will prepare the annual financial
budget for approval by the Governing Board.

ExXED will submit a monthly balance sheet and monthly revenue and expense summaries
to the Executive Director including a review of the discretionary accounts and any line
items that are substantially over or under budget ($5,000 or +/- 10% of established
budget, whichever is greater). The report will be reviewed at the scheduled board
meeting and action will be taken, if appropriate.

EXxED will provide the Executive Director and/or Governing Board with additional
financial reports, as needed.

The Executive Director and the Governing Board will approve all loans from third
parties. In the case of a long-term loan, approval may also be required from the charter-
granting agency in accordance with the terms of the charter petition and/or other lenders
in accordance with the loan documents.

Once approved, a promissory note will be prepared and signed by the Executive Director
before funds are borrowed.

Employee loans are not allowed.

Financial Institutions

1.
2.
3.

All funds will be maintained at a high quality financial institution.
All funds will be maintained or invested in high quality, short maturity, and liquid funds.
Physical evidence will be maintained on-site for all financial institution transactions.

Retention of Records

1.

)))) Excellent Education
Through Charter Schools
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Financial records, such as transaction ledgers, canceled/duplicate checks, attendance and
entitlement records, payroll records, and any other necessary fiscal documentation will be
retained for a minimum of seven (7) years. At the discretion of the Governing Board or
Executive Director, certain documentation may be maintained for a longer period of time.
ExED will retain records at their site for a minimum of two (2) years; after which, the
remaining five years will be the responsibility of the School.

Financial records will be shredded at the end of their retention period.
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4. Appropriate back-up copies of electronic and paper documentation, including financial
and attendance accounting data, will be regularly prepared and stored in a secure off-site
location, separate from the school.

Page
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RESERVES /INSURANCE/LIABILITIES/ASSETS

Funds Balance Reserve

I.

2.

A funds balance reserve of at least 5% of the total unrestricted General Funds revenues
will be maintained.

ExED will provide the Executive Director with balance sheets on a monthly basis. It is
the responsibility of the Executive Director and the Governance Board to understand the
school’s cash situation. It is the responsibility of the Executive Director to prioritize
payments as needed. The Executive Director has responsibility for all operations and
activities related to financial management.

Insurance

I.

2.

)))) Excellent Education
Through Charter Schools
16

ExED will work with the Executive Director to ensure that appropriate insurance is
maintained at all times with a high quality insurance agency.

The Executive Director and EXED will maintain the files of insurance policies, including
an up-to-date copy of all certificates of insurance, insurance policies and procedures, and
related claim forms.

The Executive Director and EXED will carefully review insurance policies on an annual
basis, prior to renewal.

Insurance will include general liability, worker’s compensation, student accident,
professional liability, and directors’ and officers’ coverage. Supplementary coverage will
cover the after-hours and weekend activities. Coverage will be in line with the limits
listed in the school’s approved charter petition.
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Asset Inventory

1. An asset is defined as all items, purchased or donated, with a value of $1,000 or more and
with a useful life of more than one year.

2. ExED will file all receipts for purchased asset.

3. ExED will maintain an inventory or log of all assets. The log will include the original
purchase price and date, a brief description, serial numbers, and other information
appropriate for documenting assets.

4. ExED will take a physical inventory of all assets at least 90 days before the end of each
fiscal year, indicating the condition and location of the asset.

5. The Executive Director will immediately be notified of all cases of theft, loss, damage or
destruction of assets.

6. The Executive Director will submit to EXED written notification of plans for disposing of
assets with a clear and complete description of the asset and the date of disposal.

Parking Lot Liability

1. Parking lot related incidences are not covered under any insurance policy. The school
assumes no liability for damage to cars:

a. Parked in the parking lot during school hours
b. Parked in the parking lot after school hours

2. The only exception to this policy will be when a student is observed by an adult
accidentally causing damage to a vehicle while engaged in a school activity, such as
physical education equipment breaking a window (e.g. a ball)

3. Otherwise, liability is as follows:

a. If a student willfully causes damage (i.e. not an accident as described above), the
student’s parent or guardian is responsible.

b. If a parent or other visitor causes damage, that individual is responsible.

c. If an employee causes damage, the employee is responsible.

d. If an unknown person causes damage and there is no witness, the affected

individual would determine if they have applicable coverage through his/her
individual insurance policies.
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Introduction

As with any job, your board members are more likely to
excel if they know what is expected of them from the outset.

We recommend creating three specific job descriptions:

1. Full Board Responsibilities

What the responsibilities of the board? What should the full board be accomplishing
as a team? Your board should have a job description that details the specific
responsibilities for the board as whole.

2. Individual Trustee Performance Expectations

What is each trustee responsible for specifically? This job description establishes
clear expectations for individual trustees.

3. Board Member Agreement

The 3 vital component is a Board Member Agreement. In signing the agreement,
the trustee acknowledges that expectations and trustee agrees to uphold these
responsibilities. This will help ensure that there are no misunderstandings between
the trustee and the board. And, the document can serve as a useful reference if
there are ever issues with trustee performance.

© BoardOnTrack 2018. All Rights Reserved. Reprinted with permission. www.boardontrack.com Page 2 of 6
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Charter School Board Job Description

General Responsibilities

As a board member, you are responsible for ensuring that the academic program of ABC Charter
School is successful; that the organization's program and operations are faithful to the terms of its
charter; and that ABC is a viable organization.

Specific Responsibilities
1. Determine the mission and purpose of ABC Charter School and keep it clearly in focus'

— Create and periodically review the mission statement, which:

a. Serves as a guide to organizational planning, board and staff decision-making, volunteer
initiatives, and setting priorities among competing demands for scarce resources.
b. Is used as the vehicle for assessing program activities to ensure that the organization is not
drifting away from its original purposes.
— Understand and support the mission statement.

2. Select the CEO?
— Reach consensus on the CEQO’s job description.
— Undertake a careful search process to find the most qualified individual.
— Oversee and approve contract negotiation and renewal.
3. Support and review the performance of the CEO
— Provide frequent and constructive feedback.
— Assist when board members overstep prerogatives or misunderstand their roles.
— Compliment for exceptional accomplishments.
— Provide for an annual written performance review, with a process agreed upon with the CEO
well in advance.

4. Ensure effective organizational planning
— Approve an annual organizational plan that includes concrete, measurable goals consistent with
the charter and accountability plan.

5. Ensure adequate resources
— Approve fundraising targets and goals.
— Assist in carrying out the development plan.
— Make an annual gift at a level that is personally meaningful.
6. Manage resources effectively
— Approve the annual budget.
— Monitor budget implementation through periodic financial reports.
— Approve accounting and personnel policies.
— Provide for an independent annual audit by a qualified CPA.
— Ensure the full board has the proper training to be effective stewards of public funding.

— Ensure adequate insurance is in force to cover students, staff, visitors, the board and the assets
of the school.

! Note the 10 titles in this description come from the BoardSource “Top Ten Responsibilities of a Nonprofit Board and have been adapted to
the charter school context.

2 Note about terminology—BoardOnTrack uses the term CEO to denote the person at the very top of the org chart. In some schools this is
called the Principal, in others the Director, in larger organizations it may be the Executive Director or the CEO—when we use the term CEO
we are referring to the person who directly reports to the board.
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7. Determine, monitor and strengthen the programs and services

Assure programs and services are consistent with the mission and the charter.
Approve measurable organizational outcomes.

Approve annual, attainable board and management level goals.

Monitor progress in achieving the outcomes and goals.

Assess the quality of the program and services.

8. Enhance ABC Charter School’s public standing

Serve as ambassadors, advocates and community representatives of the organization.

Ensure that no board member represents her/himself as speaking on behalf of the board unless
specifically authorized to do so.

Provide for a written annual report and public presentation that details ABC’s mission,
programs, financial condition, and progress made towards charter promises.

Approve goals of an annual public relations program.

9. Ensure legal and ethical integrity and maintain accountability

Establish policies to guide the organization's board members and staff.

Develop and maintain adequate personnel policies and procedures (including grievance
mechanisms).

Adhere to the provisions of the organization's bylaws and articles of incorporation.
Adhere to local, state and federal laws and regulations that apply to the organization.
Ensure compliance with all federal state and local government regulations.

10. Recruit and orient new board members and assess board performance

Define board membership needs in terms of skill, experience and diversity.
Cultivate, check the credentials of, and recruit prospective nominees.
Provide for new board member orientation.

Conduct an annual evaluation of the full board and individual trustees.

© BoardOnTrack 2018. All Rights Reserved. Reprinted with permission. www.boardontrack.com Page 4 of 6
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ABC Charter School

Individual Trustee Performance Expectations

General Responsibilities

Each trustee is responsible for actively participating in the work of ABC Charter School’s Board of
Trustees and the life of the organization. Each trustee is expected to affirm and strive to fulfill the
performance expectations outlined below. These expectations are to be clearly articulated prior to
nominating any candidate as a board member. The ABC Charter School Board will nominate the
candidate only after s/he has agreed to fulfill these expectations. In addition to the responsibilities
below, individual trustees are expected to help each other fulfill the tasks outlined in the collective Job
Description of the Board of Trustees.

Specific Responsibilities
1. Believe in and be an active advocate and ambassador for the values, mission, and vision of ABC.
2. Work with fellow board members to fulfill the obligations of board membership.
3. Behave in ways that clearly contribute to the effective operations of the Board of Trustees:

— Focus on the good of the organization and group, not on a personal agenda

— Support board decisions once they are made

— Participate in an honest appraisal of one's own performance and that of the board

— Build awareness of and vigilance towards governance matters rather than management.
4. Regularly attend board and committee meetings. Prepare for these meetings by reviewing

materials and bringing the materials to meetings. If unable to attend, notify the board or
committee chair. Be aware of, and abide by, the board’s attendance policy.

5. Be prepared to contribute approximately 8-10 hours per month toward board service, which
includes:
— Attending a monthly board meeting (2 hours)

— Participating on a board committee (2 hours)
— Reading materials, preparing for meetings (1 hour)

— Attending events at the school, assisting with fundraising and other ambassadorial tasksas
needed (1-2 hours)

6. Remain informed about the organization and its issues by reviewing materials, participating in
discussions, and asking strategic questions.

7. Actively participate in one or more fundraising event(s) annually.
8. Use personal and professional contacts and expertise for the benefit of ABC.
9. Serve as a committee or task force chair or member.

10. Give an annual financial contribution and support capital campaigns at a level that is
personally meaningful.

11. Inform the Board of Trustees of ABC of any potential conflicts of interest, whether real or
perceived, and abide by the decision of the board related to the situation.
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Board Member Agreement

ABC Charter School Board of Trustees

l, understand that as a member of the Board of
Trustees of ABC Charter School | have a legal and moral responsibility to ensure that the
organization does the best work possible in pursuit of its goals. | believe in the purpose and
the mission of the organization, and | will act responsibly and prudently as its steward.

| have read, understand and am willing to comply with the Board of Trustees Job
Description and the Individual Performance Expectations that outline my responsibilities to
the Board.

If | ever find myself in a situation where | am unable to fulfill these expectations, | will resign
from the Board.

In turn, the organization will be responsible to me in several ways:

1. 1 will be sent, without request, monthly financial statements and an update of
organizational activities that allow me to meet the "prudent person" section of the law.

2. The organization will help me perform my duties by keeping me informed about issues
in the industry and field in which we are working, and by offering me opportunities for
professional development as a board member.

3. Board members and the CEO will respond in a straightforward fashion to questions |
have that are necessary to carry out my board and committee-related responsibilities to
this organization.

4. Board members and the CEO will work in good faith with me towards achievement of our
goals.

5. If the organization does not fulfill its commitments to me, | can call on the board Chair
and CEO to discuss these responsibilities.

Member, Board of Trustees Date
Chair, Board of Trustees Date
CEO Date

Email: info@boardontrack.com

for more information

3 Adapted from Board Cafe, Vol. 5, No. 3, March 28, 2001

© BoardOnTrack 2018. All Rights Reserved. Reprinted with permission. www.boardontrack.com Page 6 of 6











Handbook Resources & Samples/Handbook, Sample Board Candidate Evaluation Form.pdf

Sample Board Candidate Evaluation Form
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%7 BoardOnTrack

SAMPLE BOARD CANDIDATE EVALUATION FORM

DATE

CANDIDATE NAME

EVALUATOR NAME

RELEVANT EXPERTISE

Does the candidate have expertise relevant to a board position? Will their expertise fill a need

unmet by current board members? Have they had enough experience within their field to make meaningful

contributions? And are they willing to share their expertise as a board member?

Please check only the two most relevant areas of expertise:

Strategic Planning

Senior Monagement & Leadership
Accounting & Finance
Fundraising

Legal

Marketing & PR

Definitely Reject Probably Reject

1 2

TEAMWORK
Will they be:

a good team member?

") sensitive to group dynamics?

Definitely Reject Probably Reject

1 2

Governance

Facilities & Real Estate
Education
Fundraising

Politics & Connections

Community Representation/Organizing

open to hearing others’ opinions and perspectives?

Unsure Probably Invite Definitely Invite
4 5
Unsure Probably Invite Definitely Invite

4 5

www.BoardOnTrack.com
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COMMITMENT

Is the candidate willing to devote her/his full energy and talent to the board?

Is their understanding of their responsibilities as a board member aligned with our expectations?

Do they have the time necessary to be an active board member?

Even in the face of organizational challenges and difficulties, will the candidate remain committed to the

organization?

Definitely Reject Probably Reject Unsure Probably Invite Definitely Invite

1 2 3 4 5

PHILOSOPHICAL ALIGNMENT

Does the candidate believe in the mission and purpose of both our organization and the
charter school movement?

Will they make decisions based on alignment with the organizational mission, rather than

based on personal needs and considerations?

Definitely Reject Probably Reject Unsure Probably Invite Definitely Invite
] 2 3 4 5
TOTAL SCORE {OUT OF 20}
OVERALL IMPRESSIONS
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Trans TransAct

Sample Standard Operating Policy For Board
Committees

Committees are essential to the effective operation of an organization. Strong committee leadership and dedicated

committee members are necessary for the organization to be successful.

The relationship between the board of trustees and its committees and between the committees and the staff
require a delicate balance and constant communication. Committees perform the work of the board and report to
the board. Staff, particularly the CEO, serve as a primary resource to committees during all committee

deliberations. Staff also use committees to help in decision-making and planning.

Committees and staff operate within board-adopted plans (e.g., mission and goals) and annual budget. Activities
of the organization including programming, public relations, fund raising, etc., all happen within the structure of
plans and budgets. Any initiative or activity outside these fundamental annual guidelines requires board approval

prior to development and funding.

Remember that committee members need not be board members. Look to your community. There are people out

there who would willingly serve on committees but may not want to serve on the board.
Standing and Ad Hoc Committees

The bylaws establish standing committees of the board of trustees. The chair appoints ad hoc committees, or
“taskforces,” as needed. (Make sure that you don’t have a lot of standing committees in the bylaws. You really

only need Governance, Finance, Fund Development and Academic Excellence. All the rest can be ad hoc.)
Establishment of Committees

1. Each committee is chaired by a member of the board of trustees. Committee members may include non-
board members as well as board members.

2. All board members are expected to serve on one committee. It is recommended that board members not be
given multiple committee assignments; this can be too burdensome.

3. The chair of the board of trustees, in consultation with the CEO, appoints all committee chairs.

4. Committee chairs are responsible to recruit their own committee members, in consultation with the chair
and CEO. (Exception: The Governance Committee chair and members are appointed by the chair.)

5. The chair is an ex-officio member of all committees except the Governance Committee.

6. It is recommended that the chair and CEO meet with each committee chair after the board election, in order
to review the committee responsibilities and direction for the new year. Committees may have tasks

remaining from the previous year; critical issues may have surfaced during annual planning.

https://bot-support.transact.com/portal/en/kb/articles/sample-standard-operating-policy-forboard-committees
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7. If the board, staff and/or committees identify new initiatives, prior approval by the board of trustees is

required before the committee begins developing plans.
Operations of Committees

1. Committees report to the board of trustees. Regular reports, presented by the committee chair, should be
presented at each board meeting.

2. The chair of the board monitors activities of the committees and ensures task completion. The chair
maintains regular (i.e., at least monthly) contact with committee chairs. Committee chairs should report to
the board chair on a regular basis, at least monthly. It is recommended that the board chair share this task
with the vice chair. Committee monitoring can be divided between the chair and vice chair.

3. The committee chair and CEO coordinate committee meeting dates.

4. The committee chair and CEO establish the agenda of each committee meeting.

5. Each committee must take its own minutes and, if possible, reproduce and distribute its materials to
committee members, the board chair, and CEO.

6. While staff are usually completely responsible for implementation, due to limited resources of the
organization, volunteers and board members may actually help carry out some activities. This
implementation is done under the guidance/approval of the CEO. (Be careful! Role confusion can
sometimes result when board members get involved in management implementation. It is vital that the
board members keep in mind their appropriate role in relationship to management decision-making even

though they may be implementing certain tasks.)
Relationship of Staff and Committees

1. Committee and staff responsibilities are a delicate balance. The CEO and committees may develop some
activities together. At other times, staff may pursue activities, within budget and strategic plan, without
committee participation. This requires careful judgment on the part of the CEO and constant
communication between CEO, board chair, and committee chairs.

2. The CEO (or his or her staff designee) serves as staff to all committees.

3. The staff person assigned to a committee serves as primary resource to all committee deliberations.

4. Activities and materials require approval by the staff person assigned. While this cooperative process rarely
encounters conflict, sometimes disagreement between staff and committee may occur. At that time, the

CEO and committee chair should convene a meeting with the chair so that the situation can be resolved.
Responsibilities of Committee Members

1. Know and understand the committee's purpose, scope, and authority.

2. Attend meetings and participate in discussion.

3. Participate in group decision making.

4. Put aside personal agendas for the larger purpose.

5. Carry out specific task assignments by the due date, and report back to the committee.
6. Use the staff as key resource and guide.

Responsibilities of Committee Chairs

https://bot-support.transact.com/portal/en/kb/articles/sample-standard-operating-policy-forboard-committees
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1. Together with the CEO (or other staff person assigned to support the committee), schedule committee
meetings, and identify the purpose and agenda of each meeting.

2. Together with the CEO, ensure that proper information is provided to the committee.

3. Define tasks to be accomplished and select appropriate committee members to do each job and report back
to the committee.

4. Monitor activities of each committee member. If the assigned individual does not accomplish his or her
tasks, assign the work to another individual.

5. Maintain minutes of the committee meetings as needed. (Depending upon size of staff, this may be a staff

function.)
. Maintain proper records and files of projects and activities.
. Report progress, at least monthly, to the board chair.

. Notify the board chair if the committee requires any action to be taken at the board meeting.

© 00 N D

. Make reports at board meetings as necessary.
Responsibilities of the CEO (or staff assigned to support the committee)

. Work with the board chair to identify committee chairs.
. Work with the board chair to ensure effective committee operations.

. Work with the board chair to determine what/when issues should be referred to committees.

A W N =

. Together with the committee chair, schedule committee meetings, and establish the purpose and agenda for
each meeting.

. Attend all committee meetings.

. Provide information and guidance to committees.

. Ensure that the committee has the necessary information for decision-making.

. Alert the board chair if there is any difficulty within committee operations.

© 00 NN O U

. Work with the committee chair to ensure smooth committee operations.
Task Forces

1. Task forces (rather than numerous standing committees) can result in a more manageable number of
committees. Try ad hoc task forces, and limit the number of your standing committees.
2. Ad-hoc task forces are convened to address a specific issue and then dissolve.

3. Task forces allow board members to participate in diverse experiences during the course of the year.

[1]Simone P. Joyaux, ACFRE, www.simonejoyaux.com
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Sample Board Member Orientation Process

') BoardOnTrack

SAMPLE BOARD MEMBER ORIENTATION PROCESS

Phase I: Recruitment

In the recruitment stage, a prospective board member will receive printed materials
such as the charter application, relevant information regarding the educational

program and financial data, and any other pertinent background information.

The prospective member will also receive a list of expectations of a board member,
iIncluding the schedule of board meetings, committee assignments, length of board

term, and an idea of the required time commitment.

List of Materials:

e Executive Summary from the charter application

e Organization chart of board and school leadership
e Board member biographies

e Overview of the US. charter school movement

e QOverview of our state’'s charter school movement

Phase ll: Orientation

New board members will attend a mandatory orientation session, which will be
conducted by the board chair, the CEO, and the chair of the committee to which the new

member would be potentially added.

The session will be held before the board meeting following the member’s election to the

board and will last for approximately one hour.

www.BoardOnTrack.com
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Sample Board Member Orientation Process 7) BoardOnTrack

In designing an orientation curriculum, it is important that the new member be provided
with information that will help them address the major decisions and policy questions
facing the organization.

The orientation session will be comprised of three elements:

1. Acomprehensive review of the board and the organization:

The mission, vision, and values of the organization; the history of the board and founding of
the organization, roles and responsibilities of the board and the CEO, the administrative
calendar with the board meeting schedule and other major activities of the board, an
organizational chart that includes the list of current and planned committees, how the board

conducts meetings, including relevant actions from Roberts’ Rules of Order.

2. A broader discussion about the external environment the organization operates within:
This will include information about political, economic, demographic, legislative, competitive
trends and changes that have significant impact on the organization and the children it

serves), financial information, and detailed information about the educational program.

3. Anin-depth orientation to the new member’'s committee work:

A more detailed conversation about the role of the new member on an existing committee,
current issues and topics being examined by the committee, tasks and an action plan being
executed by the committee, and any other information that would be helpful to the new

member about committee work.

In addition to this session, a school tour independently arranged with and given by the CEO
would introduce the new member to the school site and allow him or her to meet some of the

administrative faculty at the school.

www.BoardOnTrack.com







Sample Board Member Orientation Process 7) BoardOnTrack

After the initial orientation session has taken place and some time within the first three
months of tenure, a follow-up Mmeeting would be held comprising the new board member and

either the board chair or the governance committee chair or vice chair.

The purpose of this meeting would be to give the new member an opportunity to discuss any
outstanding issues and or questions that he or she may have regarding the board

governance process or d particular topic relevant to his or her committee work.

While the orientation session, the school tour, and follow-up meeting should provide a solid
foundation from which the board member can successfully perform his or her duties, it may

also be a good idea to provide a mentor to the new member.

An informal mentoring program could help build a sense of teamwork and support for new
members. A mentor would be a skilled and reliable board member who would work closely
with the new member to help him or her better understand board procedures, talk through
basic issues and questions, and be available for any other support that the new member

might require.

List of Materials:
e Final Charter Application

e Bylaws

e Board member résumeés and contact information

e Staff résumés (CEO and other members of the leadership team)
e Board Policy Manual

e Authorizer Handbook for Charter School Board Members

e Board agendas and minutes from the previous year

e State Disclosure Forms

www.BoardOnTrack.com
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Trans TransAct

Board Composition: Sample Policy for Board
Composition and Expansion

To use the following sample policy with your own board, copy the text into your own document, include your own
school's name, and make other edits as needed.

As always, be sure to engage legal counsel in regards to your policies whenever necessary.

Introduction

This policy addresses the skills, competencies and diversity intended for the board of trustees as a whole. As

policy, it is reviewed regularly for any necessary changes.

[Charter School] is dedicated to developing and maintaining a board of trustees to effectively govern the school.

The policy below addresses the characteristics identified as pertinent for the [Charter School] Board of Trustees.

[Charter School] uses this policy to identify and recruit candidates for nomination to the board of trustees. We

assure understanding, agreement, and commitment prior to nominating any candidate as a trustee.

[Charter School] uses this policy to assist with regular evaluation of the board as a whole and the evaluation of
individual trustees.

Qualities

[Charter School] will look for the following attributes in every trustee:

e Commitment to the mission and vision of [Charter School]

¢ Availability to participate meaningfully in the governance process

¢ Ability to engage in candid dialogue, ask difficult questions, agree to disagree, and work with colleagues to
resolve differences

¢ Knowledge of the [Charter School] community

¢ Ability to work well in a group

e Comfort with diversity

e Honesty, courtesy, creativity, open-mindedness, and initiative

Skills and Competencies
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https://bot-support.transact.com/portal/en/kb/articles/board-composition-sample-policy-for-board-composition-and-expansion





The [Charter School] board of trustees is accountable for the success of the organization and, therefore, must

collectively possess the wisdom, experience, and expertise to ensure the school’s viability.

The Governance Committee regularly conducts a skills inventory of the board to determine what areas need to be
targeted in board expansion. The committee also reviews the competencies listed below each year and may

recommend revisions to the list due to changes in the environment or the organization.

Key Competencies

Finance, Fundraising, Legal, Facilities, Marketing/Public Relations, Human Resources, Governance, Community
Outreach, School Administration

Diversity

[Charter School] is committed to proactively seeking diversity on its board of trustees. In addition to seeking
trustees that possess the attributes and competencies to contribute effectively to the board, [Charter School] will

search for candidates that reflect the diversity of the community and our society.

https://bot-support.transact.com/portal/en/kb/articles/board-composition-sample-policy-for-board-composition-and-expansion




https://bot-support.transact.com/portal/en/kb/articles/board-composition-sample-policy-for-board-composition-and-expansion









Handbook Resources & Samples/Handbook, Sample Recommended Calendar.pdf

7) BoardOnTrack

BoardOnTrack Recommended
Calendar Overview

Whether your organization is in it's first year, or it's 15th there will always be a great deal of work
for the board to do, many deadlines to keep track of, and many intersections of the work of the
various committees.

To ensure that you structure the board's time to be as efficient and effective as possible we
recommend that the board chair and the CEO (with input from committee chairs) create a
calendar for the year of the key work of the board.

It may take some time to create this kind of calendar initially, but your efforts will pay off, as the
work of a charter school governing board is cyclical and there is a good chance that this
calendar can then be used, with slight modifications, year over year.

Creating this type of calendar will help you determine how many board meetings you need,
when you might need deeper strategy sessions to delve into key strategic issues etc.

A detailed calendar will help the full board have peace of mind that the major issues are being
addressed.

What follows is a recommended calendar. We made our best attempt to lay out when we think
key tasks should take place, but each charter school is unique, so you should feel free to adapt
this as you see fit, by cutting and pasting items into the most appropriate month.

www.boardontrack.com = 844-BOT-TEAM (844-268-8326) = info@boardontrack.com
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7) BoardOnTrack

BoardOnTrack Recommended Calendar

Finance

Governance Govern

September

October

v Work with CEO and finance staff
to develop scenarios and
meaningful time frame for multi-

Budgeting year budget projections
v Discuss staff and CEO pay scale
with CEO and determine any
necessary research and revision
Audit v Complete annual audit
v Review BoardOnTrack Board v Share results of three year
Composition Analysis analysis with full board
CBu(:;ergt v Clarify when trustee term limits

Composition

expire if need be
v Complete BoardOnTrack 3-year
analysis template

v Revise full board and individual
trustee job descriptions based on
actual practice and BoardOnTrack

v Ask each officer to complete a
job description based on
BoardOnTrack samples

v Ask each committee to complete
a template outlining what the full
board, vs. committee vs. CEO role

Board examples v Ask each committee to complete | is
Structure v Determine whether bylaws need | a revised job description based on | ¢ Revised job descriptions
to be revised BoardOnTrack samples approved by the full board
v Board approve revised set of
bylaws if need be
v Draft board expansion plan v Have expansion plan,
based on BoardOnTrack example nomination policy, and policy for
Board v Create board expansion adding non board members to
Expansion documents as needed committees approved by the full
v Create policy for adding non board
board members to committees
Board
Meetings
Officer v Clarify when officer terms expire
Succession v Based on term limits map out
Planning multi-year officer needs

www.boardontrack.com
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Finance

Governance

November

v Review multi-year, multi-
scenario budget projections
with CEO and finance staff

December

v Present multi-year, multi-
scenario budgets to board to
inform key drivers
conversation

v Discuss key drivers of

budget for the next fiscal year:

v Review first draft of budget
for next fiscal year

February

v Present first draft of budget
for next fiscal year to full
board

Budgeting ©  #of stds
*  Number of new staff slots
e Pay scale changes
* Anticipated per pupil
tuition
e Facilities plans
Audit v Share findings with full
board
Current
Board
Composition
Board v Completed committee
Structure | charts approved by the board
Board v Implement board v Implement board v Implement board v Implement board
Expansion | expansion plan expansion plan expansion plan expansion plan
v Evaluate board meeting v Evaluate board meeting v Evaluate board meeting v Evaluate board meeting
effectiveness effectiveness effectiveness effectiveness
Board , . - .
Meetings v Review open meeting law | ¢ Administer open meeting
compliance at full board quiz to trustees
meeting
Officer
Succession
Planning

www.boardontrack.com
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Finance

Governance

v Work with CEO and

v Present final budget for

Budgeting | finance staff on revisions for next fiscal year to full board
first draft for approval
Audit

v/ Conduct individual trustee | ¢ Hold individual trustee v/ Make recommendations for
assessment--use this to meetings additional terms based on
inform nominations at the individual trustee
annual meeting assessments

Current v’ Develop a plan in

Board conjunction with Board chair

Composition

to provide feedback to each
trustees

v Hold individual trustee
meetings to give feedback on
performance to date

Board
Structure
Board v Implement board v Implement board v/ Conduct Orientation for v/ Conduct Orientation for
Expansion | expansion plan expansion plan New Trustees New Trustees
Board v Evaluate board meeting v Evaluate board meeting v Evaluate board meeting v Evaluate board meeting
Meetings | effectiveness effectiveness effectiveness effectiveness
Officer v Start conversations for v Conduct annual meeting
Succession annual meeting
Planning

www.boardontrack.com

© BoardOnTrack 2014. All Rights Reserved. Reprinted with permission.

Page 4 of 7







7) BoardOnTrack

BoardOnTrack Recommended Calendar

July August September October
D v Draft an annual fund v Share plan with full board, | ¢ Implement development
evelopment
Plan development plan have full board approve the | plan
= plan
g v Clarify the role of the full v Have the full board v Track individual trustee
g— board in development approve a statement of clear | support of the development
o Full Board expectations for individual plan
8 Role trustees
v Create a method to track
individual trustee support of
the development plan
= v Provide a board training
E g in conjunction with CEO on
o 0 Academic what assessments the
E _E Oversight school uses and what each
<5 one assesses
<
v Finalize goals against v Approve CEO's goals ata | v Report on progress
Measurable which to measure CEOQO's full board meeting towards goals at monthly
5 Goals performance for the year CEO Support & Eval
"§ Committee meeting
© v Review the v CEO drafts a short and v CEO Support & Eval
> . .
1T Succession BoardOnTrack long ter_m succession plan Committee presents short
¥ ) ded process to and reviews with CEO and long term succession
+- Planning recommen P . 9
5 create a short and long-term | Support & Eval Committee plans to full board for
= succession plan approval
c?; v Review with v Set dates and reminders
8 CEO BoardOnTrack to prep for December and
3] Feedback and recommended annual March CEO check ins
Evaluation support and evaluation
process.

www.boardontrack.com
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Development

November

v Implement development

December

v Implement development

NELITETY

v Implement development

February

v Implement development

satisfaction survey is
completed

'g Plan plan plan plan plan
§_ v Track individual trustee v Conduct board education | ¢ Track individual trustee v Track individual trustee
% Full Board support of the development | as needed support of the development | support of the development
3 Role plan plan plan
(=] v/ Conduct board education
as needed

2 v Complete first committee | ¢ Update board on v Provide a board training v Complete second
2 g check in of year on interim learning's from first in conjunction with CEO on committee check in of year
E o Academic assessments using committee interim what assessments the on interim assessments
® _E Oversight BoardOnTrack assessment | assessment check in organization uses and what | using BoardOnTrack
<5 check in question list each one assesses assessment check in

< question list

v Report on progress v Report on progress v Report on progress v Report on progress
Measurable | towards goals at monthly towards goals at monthly towards goals at monthly towards goals at monthly

5 Goals CEO Support & Eval CEO Support & Eval CEO Support & Eval CEO Support & Eval
= Committee meeting Committee meeting Committee meeting Committee meeting
% Succession
|_|>J Planning
g v’ Gather input for v’ Conduct December CEO v’ Gather input for March
= December CEO check in check in CEO check in from board,
= CEO from board, ask CEO to ask CEO to complete a self-
(77} complete a self-reflection, reflection, plan CEO
8 FeEedl?ack_ and plan CEO conversation conversation
o valuation v’ Ensure that staff v Ensure that parent

satisfaction survey is
completed

www.boardontrack.com
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Development

L
£
)

S
@
Q

<

Achievement

CEO Support &
Evaluation

Development

March

v Implement development

April

v Implement development

May

v Implement development

June

v Implement development

Plan plan plan plan plan
v Track individual trustee v Track individual trustee v Track individual trustee v Track individual trustee
support of the development | support of the development | support of the development | support of the development
Full Board
Role plan plan v plan plan
Conduct board education as
needed
v Update board on v Review end of the year v Share review of end of
learning's from second state assessment data the year state assessment
Academic committee interim (timing varies a great deal by | data with full board (timing
Oversight assessment check in state) at a committee level varies a great deal by state)
v Report on progress v Report on progress v Report on progress v Report on progress
Measurable | towards goals at monthly towards goals at monthly towards goals at monthly towards goals at monthly
Goals CEO Support & Eval CEO Support & Eval CEO Support & Eval CEO Support & Eval
Committee meeting Committee meeting Committee meeting Committee meeting
Succession
Planning
v Conduct March CEO v Incorporate staff v Conduct an end of the
CEO heck i ing into CEO CEO luati
Feedback and | checkin sun;ey;ng into year evaluation
Evaluation evaluation process as

needed

www.boardontrack.com
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Trans TransAct

Recruiting: What Skills Are Needed On a Charter
School Board?

As you recruit board members, whether for a founding board or as you scale, it’s vital to assess the needs of the

organization.

The skills of the trustees should complement the skills of the staff. The ideal board brings a depth of expertise that

the staff of the school might never have.

There are a few key skills ever charter school board needs to have represented.

The skills that charter school boards most commonly need are:

Finance: accounting, banking, insurance, risk management

Fundraising: face-to-face solicitation, networking

Governance: previous board experience

Human Resources: employee benefits, grievances, compensation, CEO annual reviews
Public Relations: marketing, working with the media

Facilities: real estate, facilities finances, construction management

Depending on your strategic goals or charter promises, your board might need additional skills or need more

representation in one skill set vs. the others.

Your Members Report reveals exactly which skills your trustees currently bring to the table, and how that will

change over the next three years as trustees’ terms end.
What about legal expertise?

A lawyer can be a great addition to a board. However, a lawyer on your board should not serve as the school’s
legal counsel. He or she can help you think about when it might make sense to get your legal counsel’s advice.

But the board should also retain independent legal counsel.

What about educational expertise?

https://bot-support.transact.com/portal/en/kb/articles/recruiting-what-skills-are-needed-on-a-charterschool-board
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Educators with high-level school management experience can contribute needed skills to the board — especially

if they’ve run a school.

For example, retired leaders of independent schools can make excellent trustees. They know what it’s like to

report to a board, often have great fundraising skills, and are well versed in governance and management issues.

Just keep in mind that, as with all things in governance, balance is key. Too many educators on a charter school
board can make it difficult to keep the focus on governance.

When recruiting new trustees, make sure they agree to use the skill set

you expect.

If you’re recruiting a potential board member because they have an outstanding track record as a fundraiser for

the local hospital, make sure they’re willing to use this skill for the benefit of your organization as well.

Sometimes, trustees are happy to use their professional skills on behalf of a board; sometimes, they’re looking to
hone new skills. Make sure you’re explicit with them about why you’re recruiting them and what you expect of

them.

Strategically build in some redundancy.

Too often, boards look for only one person with a particular skill set and then move on to the next skill to fill.
Boards can use more than one person with most of the skills listed above. Make sure you’re building bench
strength to ensure you’ve got a solid succession plan.

Round out your board's skill sets with non-voting committee members.

We highly recommend having non-board members serve on your committees. It’s a great way to try people out; to
add certain skills and expertise to the right committees. And it’s less of a commitment to ask somebody to serve

on your committee than on your full board, so can be an excellent route to recruiting.
See our sample policy for nominating non-voting committee members.

Note — the CEO Support & Evaluation Committee is the only exception to this recommendation. The nature of the

work requires the leadership of full board members.

The Members Report keeps track of your board's skills, and which you
need to fill.

As your organization grows, your board will grow alongside it. And it’ll continue to be even more important to

have the right people in the right roles, doing the right work.
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You’ll need to keep a close eye on what skills you need today, and what skills your organization will need in its
trustees in the future. This means knowing who’s on the board, whose terms will be coming to an end, and how

that changes the skills you need your trustees to fill.
This can be a lot to manage. It’s why we built a three-year recruiting roadmap into the BoardOnTrack platform.

The skills highlighted in the BoardOnTrack Members Report are the skills that are vital to run your
multimillion-dollar public entity.

SKILLS SUMMARY CURRENT mrig-10an ® FY18-19 Q2 @
Academic Excellence
Development
Facilities

Finance

Governance

) o

Human Resources

Key Qualities
° Sufficient Expertise Minimal Expertise ° Insufficient Expertise 0 Insufficient Data

DEMOGRAPHICS CURRENT ryig1s @ FY18-19 Q2 @

2 ¢ B g

M under 26 [ 25-35 [ 35-25 [ 45-55 M s5-55 I es-

N B & &
Gender

M remate [l Male

N # & D

W ~ivican American [l Asian american [l Coveasian [l Hispanic [l Native American [l Other

When each trustee completes their personal profile, the platform pulls all that data together for you and keeps it
up to date. So you always have at-a-glance visibility into what skills are represented on your board today, and
how that’ll change over the next three years.

And, each skills category includes its own subcategories.

For instance, click into the detail view for Academic Excellence and you’ll see how your board stacks up in these

four key skills within that category:
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Academic Excellence (FY19-20)

. Very Experienced Some Experience . Mo Experience

People With Experience

Understanding of how data is used to close the achievement gap

VIEW PEOPLE

Strong analytical skills

VIEW PEOPLE

Life experience using data to solve problems in education or other fields

VIEW PEOPLE

Familiarity with state and national assessments

Goob&

VIEW PEOPLE

This level of detail is key.

Simply having educators on the board is not enough. To meet your specific charter promises, your board needs to
have the right mix of the targeted education-related skills that fit your goals.

This holds true for each of the categories highlighted by your Members Report.
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Trans TransAct

Yearly Meeting Plan: Sample Strategic Board
Calendar

Whether your organization is in its first year or its fifteenth, there will always be a great deal of work for the

board to do; many deadlines to keep track of, and many intersections of the work of the various committees.

To ensure that you structure the board's time to be as efficient and effective as possible, we recommend that the
board chair and the CEO (with input from committee chairs) create a calendar for the year of the key work of the
board.

It may take some time to create this kind of calendar initially, but your

efforts will pay off.

The work of a charter school governing board is cyclical and there is a good chance that this calendar can then be

used, with slight modifications, year over year.

Creating this type of calendar will help you determine how many board meetings you need, and when you might
need deeper strategy sessions to delve into key strategic issues.

A detailed calendar will help the full board have peace of mind that the major issues are being addressed.

What follows is a list of suggested topics to consider for each month

(see below to download a sample calendar)

We've made our best attempt to layout when we think key tasks should take place, but each charter school is
unique, so you should feel free to adapt this as you see fit, by cutting and pasting items into the most appropriate

month.

July - September

As you prepare for the upcoming school year, your focus should be on defining your board recruiting needs, CEO

expectations, and fundraising groundwork.

The Governance Committee

https://bot-support.transact.com/portal/en/kb/articles/yearly-meeting-plan-sample-boardontrack-recommended-calendar
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The summer is the perfect time for your Governance Committee to give your board composition and structure a

careful review — and get your recruiting plan in place.

Make sure you know who you have on the board, when people’s terms are ending, who you’ll need to recruit for

this year, and that you’ve got a deep enough bench to handle succession planning.

Use your review to build out a three-year recruiting roadmap — or review the roadmap built for you
in BoardOnTrack. {If needed, determine whether any trustees still need to complete their profiles to ensure
your BoardOnTrack recruiting roadmap is complete. }

Plus, ensure you’re prepared to recruit, train, and retain those stellar trustees by reviewing your individual and

committee-level roles and responsibilities.

Finally, determine whether bylaws need to be revised to align with your recruiting or expansion plans. If so,

you’ll need to get that scheduled on an upcoming full board meeting agenda.

The CEO Support & Evaluation Committee

Before the first day of school is also the time to begin laying the groundwork for your CEO evaluation process.

This is led by your CEO Support & Evaluation Committee, if applicable.

¢ Review the CEO’s short- and long-term succession plan for him/herself.
¢ Finalize goals against which to measure CEO’s performance for the year

¢ Review with BoardOnTrack recommended annual support and evaluation process
The Development or Fundraising Committee

While all of this is happening, your Development Committee should be gearing up by drafting an annual fund
development plan and clarifying the full board’s role in fundraising for this year.

October — December
With the school year in full swing, each of your committees should be busy doing meaningful work.

The Governance Committee

Continuing on the great work your Governance Team did in the preceding months, they’ll share their three-year

recruiting roadmap at a board meeting.

If you haven’t already finalized them, ask each officer and committee chair to complete a job description based

on BoardOnTrack samples.

These documents help clarify how the roles of the full board, committees, and CEO, differ but complement each
other. The full board will approve your revised job descriptions.
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If your roadmap will include a plan for expanding the board, make sure you’re ready to discuss this with the full

governance team.

Your expansion plan, nomination policy, and policy for adding non-voting members to committees will need to be
approved by the full board before you can begin to implement them. BoardOnTrack members can find samples in

the Resources library in the platform.

This is also a great time of year to evaluate your board meeting effectiveness. Great meetings are the top tactic for
boosting board member engagement...and unproductive meetings are the most common way to tank engagement.

Consider:

e How much time are you putting into strategic forward-looking work vs. reacting to what’s happening in the
day-to-day?

e How well-attended are your meetings?

e How well organized are they?

e Are you complying with open meeting law consistently?
The Finance Committee

Now’s the time for your Finance Committee to collaborate with the CEO and finance staff to develop scenarios

and a meaningful timeframe for multi-year budget projections.

These scenarios should include staff and CEO pay scales, and any necessary research and revisions; the projected

number of students and new staff slots; anticipated per-pupil tuition; and any facilities plans.

Use those scenarios to create multi-year, multi-scenario budget projections. Review those projections with CEO

and finance staff. And then present them to the full board.

The fall is also the time to complete the annual audit and share your findings with the board.
The Development or Fundraising Committee

Your Development Committee kicks it into high gear now by creating a plan for the year, and sharing it with the
full board for approval.

Include in your plan a statement of clear expectations for individual trustees. Determine what, if any, education

you’ll need to provide trustees in order to meet those expectations.

Once you’ve got approval, waste no time in leaping into implementation. But first, make sure you’ve got a

process in place to track individual trustee support of the development plan.

The CEO Support & Evaluation Committee

Continue to prep your CEO evaluation process. Set dates and reminders to prep for December and March CEO

check-ins.
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At a full board meeting, review and vote to approve the CEO’s goals and short- and long-term succession plans.
At each monthly committee meeting, report on progress towards the CEO’s goals.

In December, conduct a check-in with your CEO to ensure you’re on track to meet the goals agreed upon at the
start of the school year. In advance of your check-in, gather input from board, ask the CEO to complete a self-
reflection, and ensure that staff satisfaction survey is completed, so that you can incorporate all of this in your
check-in.

The Academic Oversight Committee

Your Academic Oversight committee gears up by providing a board training, in conjunction with the CEO, on

what assessments the school uses and what each one assesses.

Complete the first committee check-in of the year. And, at your next full board meeting, update the board on any

key learnings.
January — March

The Governance Committee

Your Governance Committee will continue to implement your recruiting and/or board expansion plan, and

continue to evaluate board meeting effectiveness on a regular basis.

This is also the time of year to conduct an individual trustee assessment. Use the results to inform nominations at
your annual meeting. To do so:

e Develop a plan in conjunction with Board Chair to provide feedback to each trustee
¢ Hold individual trustee meetings to give feedback on performance to date

The Finance Committee

In the new year, your Finance Committee will Review first draft of budget for next fiscal year, and then Present
the first draft of the budget for next fiscal year to full board.

Work with CEO and finance staff on revisions for the first draft and Present final budget for next fiscal year to

full board for approval.
The Development or Fundraising Committee

Continue to implement plan, Track individual trustee support of the development plan, Conduct board education

as needed.

The Academic Oversight Committee
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Provide a board training in conjunction with CEO on what assessments the organization uses and what each one

dssesses

Complete second committee check-in of year on interim assessments using BoardOnTrack assessment check-in

question list

Update board on learning’s from second committee interim assessment check-in

The CEO Support & Evaluation Committee

At each committee meeting, report on progress towards CEO goals.

In March, conduct another CEO check-in to review their progress towards the year’s goals. As you did for the
December check-in, gather input in advance from the board, ask the CEO to complete a self-reflection, and

ensure that staff satisfaction survey is completed.
April — June

The Governance Committee

As you edge towards summer, your Governance Committee really gears up again. In addition to continuing your

year-round activities {recruiting, board expansion, and meeting efficacy}, your committee will:

¢ Hold individual trustee assessment meetings
¢ Make recommendations for additional terms based on individual trustee assessments
e Conduct Orientation for New Trustees

e Conduct annual meeting

The Academic Oversight Committee

Review end of the year state assessment data at a committee level. And share your review with the full board.
Note that the timing of this varies a great deal by state, but where applicable, we recommend completing this in

the spring.
The Development or Fundraising Committee

Continue to implement your fundraising plan, track individual trustee support of the plan, and provide board

education as needed.

The CEO Support & Evaluation Committee

At each committee meeting, report on progress towards the CEQO’s goals.

Conduct your end-of-year CEO evaluation, incorporating staff surveying into as needed.
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Sample Board Attendance Policy

Purpose

This policy was developed with the recognition that Board membership is voluntary and that individual members
contribute their time and energy in different ways. However, because Board meetings are the only forum during
which the Board can discuss and vote on major organizational policies and decisions, attendance at these
meetings carries a special importance. All Board members will receive a copy of this policy to ensure that
everyone is properly informed about the expectations for Board attendance.

Definitions

“Notified” Absence: For an absence to be a “notified” absence, a Board member must notify the person running
the meeting (usually the Chair or Vice-Chair) by 12:00 pm the day of the meeting that he/she will be absent.

“Un-notified” Absence: For an absence to be an “un-notified” absence, a Board member failed to notify the
person running the meeting (usually the Chair or Vice-Chair) by 12:00 pm the day of the meeting that he/she will

be absent.
Board Attendance Problem
If any of the following conditions exist, it is considered a Board attendance problem:

1. The member has two “un-notified” absences in a row.
2. The member has two “notified” absences in a row.

3. The member misses one quarter of the total number of Board meetings during one of their term years.
Remote Participation

Board members are allowed to participate remotely with prior permission of the chair. Such participation is not

considered attendance for the purposes of this policy and remote participants shall not be allowed to vote.
Process for Responding to a Board Attendance Problem

The Board Secretary will keep track of Board member attendance through the Board meeting minutes and will
provide this information to the Chair. The Chair will directly contact a Board member who is at risk of potentially
violating the policy to issue both a verbal and written warning as well as discuss the problem. If a Board member
does violate the policy, the Chair will bring this to the attention of the Board for discussion, after which point a

majority vote will be held to determine possible termination from the Board.
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Why Create a Board Manual?

A board manual serves as a reference tool for board members and typically includes information on the
organization's history, strategic plans, financial information, bylaws, and more. This helps to onboard new trustees
and helps ensure consistency in board operations and decision-making. It outlines roles, responsibilities, and

processes, which can prevent confusion and misunderstandings among board members so they can make

informed decisions and stay aligned with the organization's objectives.

af

You can create a folder in the Documents section of BoardOnTrack which can house your board manual so all
board members can access the information as needed.

Here's a link to one of our resources that gives examples of documents that can be included in a board manual.
You should determine what institutional documents are important for your board members to reference for your
unique organization.

Here's a link to a list to help you with Developing Your Board Manual (suggested documents)

Nonprofit boards should create a board manual for several important reasons:
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1. Consistency: A board manual helps ensure consistency in board operations and decision-making. It outlines
roles, responsibilities, and processes, which can prevent confusion and misunderstandings among board members.
2. Orientation and Training: New board members can quickly get up to speed with the organization's mission,
goals, policies, and procedures through a comprehensive manual. This reduces the time it takes for them to
become effective contributors to the board.

3. Reference and Guidance: A board manual serves as a reference tool for board members, providing information
on the organization's history, strategic plans, financial information, bylaws, and more. This helps members make
informed decisions and stay aligned with the organization's objectives.

4. Transparency: Transparency is crucial for nonprofit organizations. A well-structured board manual can provide
transparency by outlining financial practices, ethical guidelines, conflict of interest policies, and decision-making
processes.

5. Succession Planning: A board manual can aid in succession planning by documenting key roles,
responsibilities, and institutional knowledge. This ensures a smoother transition when board leadership changes.
6. Compliance and Accountability: Nonprofits have legal and regulatory obligations to fulfill. A board manual can
include information about compliance requirements, helping the board fulfill its legal responsibilities and remain
accountable.

7. Risk Management: Nonprofit organizations face various risks, including financial, legal, reputational, and
operational risks. A board manual can outline risk management procedures, helping the board identify, assess, and
mitigate potential risks.

8. Efficiency: A well-organized board manual can streamline board meetings and decision-making processes.
Board members can refer to the manual for standard operating procedures, reducing the need for repetitive
discussions.

9. Clear Communication: The manual can clarify communication protocols, ensuring that information flows
effectively among board members, committees, staff, and stakeholders.

10. Cohesion and Alignment: A board manual fosters a sense of cohesion and alignment among board members.
When everyone is on the same page regarding the organization's goals, strategies, and policies, the board can
work more effectively together.

11. Adaptation and Growth: As the organization evolves, the board manual can be updated to reflect changes in

the nonprofit's structure, priorities, and operations. This ensures that the board remains relevant and adaptable.
In summary, a well-constructed board manual is a valuable tool that promotes effective governance, informed

decision-making, transparency, and accountability within nonprofit organizations. It helps board members fulfill

their responsibilities, reduces operational inefficiencies, and supports the organization's overall success.
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What Should Be On Your Charter School Board
Retreat Agenda

~ Table of contents
4 The Three Types Of Agenda Items To Cover

4 1. Building Board Members’ Connections To Each Other And To The Mission.
e 2. Board Training Or Professional Development.
e 3. Governance Strategy And Planning.
e Your Charter School’s High-Level Priorities
e Results Of Your Board Assessment
e The Board-CEO Partnership
e Your Charter Renewal
e Board Recruiting, Succession Planning, Structure, And Composition
¢ Board Goals And Accountability
e Annual Board Calendar

4 Strategic Planning Agenda Items Specific To Your Board

4 Build Your Board Retreat Agenda In BoardOnTrack

Your charter school board retreat agenda should focus on maintaining and improving your governance

capabilities, as well as strategically contributing to your charter school’s success.

These important board retreat agenda items help the board maintain its work as a governing body and a strategic

partner to the CEO, while also clarifying how it’ll improve its governing capabilities in the coming year.

The Three Types Of Agenda Items To Cover

1. Building Board Members’ Connections To Each Other And To The Mission.
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At a retreat, board members get to know each other (especially new board members). And this is a chance to
enhance your board’s culture, with intentionality. Talk about it. And leverage your CEO’s expertise in establishing

organizational culture.

Your retreat is a chance to reorient your board around why we do this work and why each board member is so

critical to that mission.

Do your icebreakers, and do so intentionally. The most effective retreats are the ones that get board members
talking and up and active kind of right at the beginning. They set the tone that the board isn’t just here to sit and
listen, but to actively engage with each other.

Reflect on your successes and appreciate each other. Take a moment to appreciate all the great work that’s

happened over the course of the year, to recognize how far your organization has come, and to value one another.

Discuss board culture and expectations. What do you want your board culture to be? What is expected of each

board member?

Boost your board-CEO partnership. Make sure each board member connects with the CEO, and that your

retreat really supports this partnership.
2. Board Training Or Professional Development.

Continuous improvement and development for your board is so critical to effective governance.

This might include governance best practices, open meeting law training, or how to use BoardOnTrack’s latest

features.

Your retreat is a big opportunity to step back from the day-to-day and get the training you need, and get the board

education that’ll help you govern effectively.
Some typical topics are:

e Compliance (Open Meeting Law, Ethics, etc.)

Instructional model

Ambassadorship

Managing the governance-management line
Using BoardOnTrack to its fullest

If you incorporate live board training into your retreat, you might invite:

¢ A key staffer to discuss an aspect of the organization such as the special education program or the board’s
role in your remote learning plans

e A representative from your authorizer or state association to provide an update about the legislative agenda

¢ Your legal counsel to provide Open Meeting Law compliance training

¢ Your BoardOnTrack Governance Coach to facilitate a session specific to your board’s assessment results,

governance priorities, or BoardOnTrack membership
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Balance this time against the important strategic agenda items

A board development session can be useful and might help break up a long day. But keep the majority of your

retreat focused on substantive conversations that can only happen productively in a retreat setting.

This is even more important if you’re breaking your retreat up into multiple sessions in order to host your retreat
remotely.

Continue providing your board with development opportunities throughout the year.

Your board’s learning shouldn’t happen only at the retreat. Your Governance Committee should continue to
facilitate board development throughout the year.

3. Governance Strategy And Planning.

The primary value of a board retreat is to allow your board to dig deep into strategic conversations that can’t
happen during regular board meetings.

This is an opportunity for your board members to roll up their sleeves and really dig in and have conversations
that are forward-looking.

Talk about where we’re trying to go as a governance team and as an organization.

So much of your regular board meetings are about the monthly or quarterly reports, what’s happened recently, or
planning in the near term.

But at your retreat, you’ll take a wider view. Think about that one view in terms of potential agenda topics. I’ve
kind of organized them into those three essential buckets.

You might do some breakout sessions for committees or as a full board on topics such as:

¢ Your Charter School’s High-level Priorities

e Results Of Your Board Assessment
¢ Your Board-CEO Partnership

e Your charter renewal

¢ Board Recruiting, Succession Planning, Structure, And Composition
¢ Board Goals And Accountability

e Annual Board Calendar

We’ll explain each one in-depth below.
Your Charter School’s High-Level Priorities

How will you meet and exceed your charter promises?

Your charter agreement with your authorizer spells out a set of key charter promises your organization is on the
hook to deliver.
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Deliver on these promises, you get to keep your charter. Fail to meet them, your charter could be revoked or

renewed with conditions.

Each year, the board must understand what you promised to deliver and how close you are to making good on

those promises.

But in most cases, these promises represent the floor — or the baseline — of what it means to be a successful
organization. But charter schools exist to achieve excellence, not the baseline.

A retreat is a great time to define excellence for your organization. What does merely successful look like? What
is your vision of wildly successful? What would it take to be wildly successful?

Where are you headed as an organization?
Your retreat is a time to look at the big picture, the larger vision for the organizaiton.

For example: Are you going to continue being a specialty art school or should you expand? Are you going to be a

middle school only or are you going to expand into a high school and the elementary school?
Major strategic questions like these are best explored at your retreat, rather than regular board meetings.
What impact has the pandemic had, and what will that look like in the coming year?

Also consider how COVID-19 has changed the way you consider these questions. The board and CEO might need
to get aligned on how our changing reality has impacted your responsibilities, definition of excellence, and

overall organizational priorities.
Results Of Your Board Assessment

Where are you headed as a board?

Most boards assume they’re working pretty well. But they have no basis of comparison and are relying on

assumptions.

Charter schools rely on data to deliver exceptional results in every area of the organization. The board should be

no different.
Your board assessment defines, with data rather than assumptions, you board’s strengths and areas to improve.

Each board member — and your CEO — should complete your board assessment before your retreat. That

way, you're ready at the retreat to discuss the results and next steps.

BoardOnTrack’s complete, online board assessments provide rich data on your board’s strengths and areas to

improve.

And, BoardOnTrack’s assessment results define exactly where you are on the path to excellence, the charter

school board governance capability maturity model we’ve defined through our work with hundreds of boards.
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Once you've completed your BoardOnTrack board assessments, dedicate time at your retreat to discussing your

board’s assessment results and deciding how the data will inform the board’s work in the coming year.
The Board-CEO Partnership

What’s working? What does the CEO need from the board? What policies and practices should change? How well
does each board member truly understand the CEQO’s role? What’s changed about the governance-management

line since you last discussed it?

This conversation should be led by your CEO Support and Evaluation Committee. And if you don’t have one, an

outcome of the conversation could be deciding the steps to establishing one.

If you haven’t yet finalized your CEO’s goals, as part of your annual CEO Support and Evaluation process, your

retreat can be a time to do so.

And if you have finalized them, your retreat can be a time to ensure that everyone on the board understands the

CEQ’s goals and how they’ll be measured.

Also, if you didn’t cover succession planning as part of your CEO Evaluation, you might do so during your

retreat.

Ensure that you have an updated CEO job description that accurately reflects the role as it is today, that your CEO
has a clear succession plan, and that your organization is prepared for either a sudden or planned departure of
your CEO.

Your Charter Renewal

Depending on where you are in the life of your charter, you might need to dedicate a large part of your retreat to

gearing up for an upcoming renewal.
Board Recruiting, Succession Planning, Structure, And Composition

Make the board is set up for success to lead the organization.

Succession planning for the board is on most people’s minds right now, especially board chairs. A retreat is an

ideal place to take on this topic, especially in connection with your discussion about recruiting.

A strategic recruiting plan will take into account your needs to build a deep bench to support board leadership

succession plans.

If you’re using BoardOnTrack, you’ll have a three-year recruiting roadmap to refer to during this conversation.
You’ll easily see what skills or demographics gaps your board has today, as well as how those will change over
the next three years as people rotate off the board.

And as you think about board recruiting, consider how the board will incorporate diversity, equity, and inclusion

into its recruiting, orientation, and succession planning. BoardOnTrack’s recruiting roadmap gives clear visibility

https://bot-support.transact.com/portal/en/kb/articles/what-should-be-on-yourcharterschool-board-retreat-agenda




https://bot-support.transact.com/portal/en/kb/articles/what-should-be-on-your-charter-school-board-retreat-agenda


https://boardontrack.com/board-assessments/





into your board’s demographics to help you have this conversation based on data, not assumptions.

Form should follow function here. Your discussion on board structure and composition should be informed by
your board goals and the results of your board assessment. Committees should be structured to help the board

accomplish their top priorities.

Completing an annual CEO Evaluation can also be a useful tool for thinking through board structure and
recruiting needs. For example: BoardOnTrack’s CEO Evaluation tool can reveal areas where the board admits it
doesn’t have enough visibility or the right knowledge and experience to accurately or adequately answer the

questions.

Structure the board for the year ahead to ensure you maintain the visibility you need to provide proper oversight

and support of your CEO.
Board Goals And Accountability

Every charter school board should have a set of clear, measurable goals. These goals should spell out how the

board will add value to the organization.
Your retreat is the perfect time to set those goals.
The board will also decide how they’ll hold themselves accountable to meeting those goals.

And what they’ll do to ensure the right board structure and committees to actually do the work to achieve those

goals.

This is another area that’s normally led by the Governance Committee, with input from each Committee as they

translate overall organizational goals into committee-specific goals.

Ideally, your CEO will weigh in and help craft or finalize your board’s goals. Your CEO can articulate the most
important things the board can do to advance the organization and be their strategic partner.

Annual Board Calendar

A retreat is a great time to establish your board’s calendar for the coming year.

It may seem daunting, but you really can map out all the board meetings, committee meetings, and other essential

dates.

The clearer the board members can be about the workload and specific dates, the more likely they will be to meet

agreed-upon timelines and expectations.

Strategic Planning Agenda Items Specific To Your Board

While these are the key strategic items every retreat should cover, your board might have additional items it needs

to address this year.
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These could include expansion plans, purchasing a permanent home or significant changes to the organization’s

mission.

Surveying your board could uncover unexpected topics. And it helps board members to feel heard and valued.

Build Your Board Retreat Agenda In BoardOnTrack

Whether you’re using one of our built-in templates, building your agenda off of one of your own past agendas, or

creating your agenda from scratch, BoardOnTrack makes the work simple and fast.

e Share your draft agenda with your collaborators before you finalize it, while keeping track of whether your
agenda is in draft, final, or packet-ready stage

¢ Request others to provide supporting materials for the packet

e Share the packet with the board for review prior to the board meeting

e Attach materials to your agenda and BoardOnTrack will automatically create cover sheets for you

e Even publish your agenda and packet to the public with our public portal
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Governance Committee Job Description

General Purpose

The governance committee is commissioned by and responsible to the Board of Trustees to assume the primary
responsibility for matters pertaining to Board of Trustees recruitment, nominations, orientation, training, and
evaluation in accordance with the bylaws of the organization as well as established policies and practices
approved by the Board of Trustees.

Appointments and Composition

1. Appointments of the chair and members of the Board governance committee shall be made annually by the
Chair of the Board with the advice and consent of the Board in accordance with the Bylaws.

2. The chair of this committee shall be a member of the Board of Trustees.

3. Other members of this committee shall be members of the Board of Trustees.

4. Additional committee members may be appointed and need not be members of the Board of Trustees.
Responsibilities

. Analyze the skills and experience needed on the Board.
. Create a short and long-term board recruitment strategy.

. Work with Board Chair and CEO on a succession plan for board officers.

A W N -

. Recruit members to serve as members of the Board and develop a slate of trustees for consideration by the
membership at the annual meeting in accordance with selection/election procedures outlined in the bylaws.

. Develop and review annually the procedures for Board recruitment.

. Develop an orientation and training plan for new trustees.

. Assist in the planning of an annual Board retreat and other deeper strategy sessions as needed.

o o Ul

. Develop and revise a Board member handbook outlining the responsibilities of the Board and Board
members, Board policies, and other relevant information.
9. Conduct board education as needed.

10. Create specific measurable board-level goals for the year as part of the full board planning process.

11. Regularly evaluate the effectiveness of board meetings, and make recommendations for improvement to the

chair and the full board as needed.

12. Annually coordinate an evaluation of the full board and individual trustees.

13. Report to the Board of Trustees at regular meetings of the Board in a manner determined by the Board.

14. Annually evaluate its work as a committee and the objectives it has committed itself to and report on same

to the Board of Trustees.
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Will You Cover Your Board’s Annual Meeting
Requirements At Your Retreat?

Most charter schools’ bylaws will specify that you’re required to have an annual meeting. And that’s separate

from your retreat. But you can combine the two.
The board’s annual meeting is generally more board housekeeping than strategic governance work.

It’s where you’ll do things like sign board member agreements and confirm your officers and committee chairs

for the coming year.

Download our sample board member job descriptions, expectations, and agreements.

Why confirm your officers at your annual meeting?
Some boards still just assume that the board chair will continue on as chair again. They won’t plan to talk about it.

But, you certainly don’t want your busy volunteer board members to feel taken for granted and you want to give
others an opportunity to lead. It’s best to be purposeful about nominating and confirming each board leadership
role, each year.

And your board’s annual meeting is the place to do that.
Why sign board member agreements at your annual meeting?

Board members have two-and three-year terms. Even as a symbolic gesture, it’s a good idea that, on an annual
basis, have everybody review your board member agreement and sign it so that they are kind of recommitting and

reviewing.

Your annual meeting doesn’t have to take a ton of time. You might be able to blow through all of this in 30

minutes or an hour. Or, it can be a separate, short meeting, especially if that’s what’s specified in your bylaws.
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